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J* * tt 2 rb * d A * r * ih T*f e °P lM °* the subject Handbook for authenti- 
catim, ^gnetea* eaa issuance as a Tentative Handbook, effective 
z/jjJj diecueeed with you, this Tentative Handbook nay be 

issued under the «*Miority pro vided i n the second sentence of sub- 
paragraph 2a (3) of Regulation | [ labeled as "Tentative.” 

f* 5* P“ r P° a< <& this Handbook is to establish a property 
authorisation control procedure to be used in connection with 

0f t° ?«d«ets or activities which are to be 

charged to cost at tine of issue. 

3. The proposed Handbook is issued under the authority of a 
Staff Stalky approved ty the Deputy Director (Support), Special 
Support Aseistant/Eepaty Director (Plans) and Assistant Deputy 
Director (Admin), Deputy Director (Intelligence), dated 77 June 1955, 

4. Tbs proposed Handbook is to be issued on a tentative basis 
©ending the issuance of a permanent Handbook which will include 
the principle* and procedures of Allotment Control Procedures now 
being used ty various Agency components as well as those covered 
by the Tentative Handbook. 
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C0KK8TS 
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PURPOSE 'y* 

COVERAGE * 

SSSFOKSIBXLmSS .... * 

P8QCDU8K8# 8SC0BSB AfcD BSPCRTS 
SmCTXVX DATE . • • * • • 


i. imoDUCTios 

This handbook U Issued on a tantatlv* tail* ***** **• authority of * Staff 
Study approved by tts* Deputy D tree tor (Support), Special Support Aa* latent/ 
Deputy Director (Plana) and Aaeletast Deputy Director (Mala.) Deputy Director 
(Intelligence)# dated 2? J*M 1955, **Ain« «* *•**<*• «* • H ^ oc * t * cltt41a * 
25X1 the prlnciplae and procedures of | ] ** 9Xit * T •*•**«• COBtroX 

procedures ae cell ae thoee covered by thle tentative Handbook. 

a. JPBRPGSS 

a. To provide control aver projeeta and other Agsuey activity approval* *o 
that no project or activity *111 ua* Agency resources (appropriated fund# 
or property free Inventoriee } in ease** ef the aaoont approved under the 
Agency approval eyatee. 

b. To provide the Office of logistic# vith initial allotments at tha beginning 

of f local y*ar a* a source for fi n an cing procurement nawd* based upon 

rcplanletwent nguinaents and authorised menaces la stock levels within 
®aJor categorise* 

3* COVERAGE 

This property suthoriaatioe control p rocodwr s shaU apply to all property 
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to bo charged to coat at tl— of issue other the© ewpendabla supplies and 
equipment tooaod to building supply officer* at Headquarters or within the 
tt Support Mia* loo. the procedure will not apply to non wninftiWi proparty 



to b* placed la vm at Headquarters and within the M fl lappart Mission. 

4. aasspossaiuras 

*• dawwar Co—** 

(l) gadget and Fiscal Officer 

(a) Request the Budget Division, Office af tbs Couptrollar, baaed 
upon project and activity approval, for property authorisation 
•ad aagr necessary a&J—t— nta thereto. 

(b) Maintain the alloteent and property authorisation control record 
and prepare and submit a fin-ary Obligation ead Pr op erty 
Requisition Report to tbs Finance Dirt sloe at the — d of each 
eonth for inclusion la tbs official —so— Mag records of the 




(2) Logistic* Officer 

Price all i m g st sltlocs — d furnish a priced copy of each requisition 

1. 1* we iM 0m “ r “ r “* "*• | 

b. omo. <a laumat I 

(1) Assist the allottee logistics Officer la sstl— tlgg prices on reqtsl- ! 

•liioAft iiit MMsirf in iugm&BBr Mtilois mod w&inwti* 

(2) Fill rtftiltiU— for property only eh— the regal ■ It loas lecla de e 
certification that property authorisation is a— liable, — required 
by s ub p a ra g r aph 5b(2)(b), below. 

c. Office of the So—trolicr 
(1) Bed— t Plrleloa 

(a) Tsana Adels— af Allot— ait Authorisations far each project — 
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aetlvity within tbs f«l«l WBWrt mi« w» d Tor the project or 
activity by the approving authority. 

(b) Make adjustments beteeea attotaents soft property authorisation# 
ee repaired by project or activity operation# ; subject, fawvftf, 
to the amount of the project or activity approval, any epecific 
limitations aet forth ia each approval, wad total ava Utility 
of fiscal year fund#. 


Issue Aiiotaent end Property Statu# depute end supporting 
detail scbedalaa. 

PSOCSDUIKS, RECQBD6 AID BAPGBTS 

(1) An Aiiotaent ead Ifr opsr t y Authorisation Control Record (Exhibit A} 

is providad fbr tba allottea for the purpose of currently showing the 
status of aiiotaent# and property authorisations, to ensure, insofar 
as possible, against the incurring of deficiencies. 

(2) lbs allottee shall maintain ea the prescribed fora, in addition to 


aiiotaent information required by | 


leer other similar aiiotaent 


control procedures, a record of each authorisation which will reflect! 


(a) the amount of the prepay authorisation, (b) the amount of the 
accumulated. requisltieae to Legist le* (c) the mwmt if eecuaulated 
pro p erty issuee aad, (d) the unus e d balance of the property authori- 
sation. lie shall also periodically review the b a l a nce of unfilled 
requisition# (cumulative requisitions less eaeolative property issues) 


to dateemlae that they era accurate ead currently appropriate. 
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b. Operation of All ots^ w& Authoriz a tion Control Be fflg* 

. / 

(1) The Allotment ni Property Authorization Control Record, le established 


for tbs purpose of assuring that tbs obligations and requisitions do 
not svcacd tbs eafiimt allotted or authorized, k separate control 
record shall be establlebsA for each separate allotment of funds or 


property authorisation, as evidenced by Advice of Allotment 
Authorisation. 

(2) (a) Requisitions shall be priced bp tbs Logistic* Off tear of tbs 

requisitioning off las and shall be forserdsd to tbs Budget sad 
Fiscal omssr of tbs c o s p s sent whose oast symbol vUl be 
shsxs*& far the pr o pe rty . 

(b) The Budget and fiscal Officer of the esapcaeat whose cost synbol 




will be charged for tha proparty requisitioned shall record the 
•attested amount of be nfiUltiSM la the control record and, 
through the see of a rubber steep, certify to availability of 
authorisation befors release to the Office of Logistics. Tbs 
rubber staap will provide sp ac es for tbs requi sition na s hor , mat 
eye tool, sad signature of tbs authorising officer. Tbs staap 
forest is prescribed b ales and each allottee shall obtain suf- 


ficient rubber s t a mps far use in his activity* 

’1 certify that property authorisation la svailabls: 


Requisition ho. 

Charge Cost Syvbol ho. 



(c) Tbs detailed ZBH listing of current nonth’s Issues supporting 

Approved For Release 2002/07/12 : C 

• b- 


?ENTIAL 


TS8TAT1VX 



«• 


Approved ForA^ease 2002/07/12 : Cl A-RDP79-00065^p02001 20025-9 


w 





CONFIDENTIAL 

tte Property Statu* Report shall be the basis for entries to 
the Property Issues coluan of Kdilklt *A* (»lu® b ) sad 



•ny necessary adjustaents In the Fr opS Tt y Rsquicitions to logistics 
of Exhibit "A" (ooluan ”4* ) . All entries sad adjustaents to 
tte Property Requisitions to Logistics ooluan of Inhibit "A* 
sill be reflected Is the Unused Boieses of Authorisation* 
eolaea of Inhibit "A* (ooluan 

(4) The mwvtAm of allotaent wad property authorisation shown on 



Advice of Allotaent Authorisations received shall he recorded In 
the Aliolwsst sad Authorisation Received Coluan (coluan "f ’) of 
the control record. The eaount of the ellotwent recorded In 
ooluan *r shsU he eatended to the asobUgeted Balance of 
Allotaeat ooluan (comet"!') end the eaount of property satborl- 
sation he tits Unused Balance of Authorlsatisa eolaan (ooluan 
“l”). These entries era illustrated on Inhibit "A", attached. 


*S2£l£ 

(1) Rammer Cfrlla ntloa and Property ^qulelt tqa. Bej^t 


la addition to inforaation required hy | ~| or eieilar allotaent 

control procedure# relating to ellotaents, tie allottee shall furnish 
to tbs Finesse Bivisloa, Office of tie Controller, ee of the end of 




each south, by alloteeat account maker, the mamlatis* aacnmt of 
property requisitions to iagistiee. This report fessrnt lllustreted 
in Xttlhlt "IT attached shall be transmitted so as to reach the 
Accounts Branch of the Finance Division ant later than tte third 
vosltlng day after the mod of each sonth. Each allottee shall reproduce 
sufficient awsaary 0bli«sti<» and Property Requisition Report fores for 



his use ia order that eo acta at inforaattea 
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reproduced fore. Including identification of tt* «Uefctee component, 
a llotmen t eyotools end crypto or activity idewtifteet loo . 

(2) d^t ynt Mid Property Auth orisation Status Report 

(*) Alt tetmletlrm enchlne report dell let dlettrbuted tMUdjr tgr 
the Flnenoe Bivislon, office of the Comptroller, end ehell re- 
fleet the current statue of each alletaeat end property 
authorisation end the o terall etetue e<f the fro|oet or activity* S 
She forautt of the report te Illustrated Is WilWt *C**, ettwW* 

(hi Inch asnth, eeeh allottee will he provided with • tehnlatlng 
Mehlne ltetlng of the detailed property Issue traaeeetions 
la support of the noirrj sonants for property issues shewn in 
the AlUtaent end Property Authorisation Baport. g 

6. smexm bass 

The effective date of this procedure ehell he l Ally 1955* 
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